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^Ts  and  H 


Have  you  ever  ;vatched  people  when  a  department  head  explains  a  new  system 
or  a  new  physical  layout  for  the  office?  It's  fascinating.  Some  people  grasp  an 
innovation  the  way  a  child  reaches  for  a  new  toy.  Others  set  their  mouths  in  a 
grim  line,  and  you  can  see  their  mental  wheels  going  round,  thinking  up 
objections. 


A  supervisor  who  was  explaining  a  new  method  to  an  oldtimer  was  told  flatly, 
"We've  done  it  this  way  for  25  years.''  She  replied,  "Well,  if  something  has 
been  done  the  same  old  way  for  a  guarter  of  a  century,  it's  time  for  a  change.'' 


While  people's  idiosyncrasies  make  them  interesting,  they  form  an  obstacle 
course  for  the  manager  who's  trying  to  streamline  their  work.  There's  always 
one  in  the  group  with  a  long  memory,  who  says,  "We  tried  that  15  years  ago, 
and  it  didn't  work.''  Times  have  changed.  Perhaps  the  idea  was  ahead  of  its 
time,  maybe  it  was  an  awkward  period  to  make  a  change,  perhaps  the  system 
was  not  yet  perfected.  The  situation  shifts,  and  what  might  have  been  impractical 
then  may  be  imperative  now. 


It's  odd  that  women  resist  changes  in  the  office.  After  hours,  women  decide  to 
be  blond,  change  their  hair  style,  switch  to  orange  lipstick,  shorten  or  lengthen 
their  skirts  according  to  the  dictates  of  fashion.  Women  have  taken  to  packaged 
mixes,  frozen  dinners,  and  automatic  dryers  like  teenagers  to  "Kookie"  Byrnes. 
And  many  women  love  to  rearrange  the  furniture  at  home  whenever  they  get 
an  idea  for  better  placement. 


We  ought  to  be  just  as  open-minded  about  trying  new  things  in  the  office.  For 
one  reason,  flexibility  is  a  business  asset  for  women.  We're  expected  to  be 
adaptable.  Why  throw  sand  in  the  wheels  of  progress?  And  is  it  so  hard  to 
learn  something  new?  Or  to  sit  in  a  different  spot?  Or  to  work  in  another 
department  or  for  a  new  boss? 


A  friend  of  mine  resisted  something  I  find  irresistible:  a  new  electric  typewriter. 
She  objected  that  it  would  take  too  long  to  get  used  to  an  electric  machine. 
Does  she  sew  by  hand?  Does  she  scrub  clothes  on  a  washboard?  Does  she 
ride  to  work  in  a  horse-drawn  buggy?  Why  be  behind  the  times?  After  all, 
clinging  stubbornly  to  outdated  methods  is  a  sign  of  old  age. 


If  you're  inclined  to  be  pessimistic  about  changes,  take  heart.  One  stenographer 
was  dismayed  when  her  boss  decided  that  she  should  take  over  some  accounting 
chores.  She  wasn't  sure  she  could  handle  the  work,  but  her  boss  had  enough 
confidence  in  her  ability  for  both  of  them.  After  a  few  months,  she  admitted 
that  bookkeeping  was  much  more  interesting  than  what  she  had  been  doing. 


In  modern  business,  change  is  inevitable.  Accept  it  gracefully.  Remember  the 
adage,  "That  which  man  will  not  change  for  the  better,  time  will  change  for  the 
worse.'' 
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We  cannot  expect  others  to  have  faith 


Telephone  Pronunciation 

Number  or  Letter 

Sounded  As 

0 

OH 

1 

wm 

2 

TOO 

3 

TH-R-EE 

4 

FO-WER 

5 

n-Yiv 

6 

SIRS 

7 

SEV-VEN 

8 

ATE 

9 

NI-YEN 

10 

TEN 

J 

JAY 

M 

EM 

R 

AHR 

W 

DUBBLE-YOO 

F 

EF 

Y 

WI 

X 

EKS 

Identifying  Letters 

Letter 

Identifying  Word 

A  (as  in)  Alice 

B 

Bertha 

C 

Charles 

D 

David 

E 

Edward 

F 

Frank 

G 

George 

H 

Henry 

I 

Ida 

J 

James 

K 

Kate 

L 

Louise 

M 

Mary 

N 

NeUie 

O 

Ohver 

P 

Peter 

Q 

Quaker 

R 

Robert 

S 

Samuel 

T 

Thomas 

U 

Utah 

V 

Victory 

W 

William 

X 

X-ray 

Y 

Young 

Z 

Zebra 

Be  a  Smart  Operator 

If  you  operate  a  switchboard,  you  know  that  you 
are  the  initial  contact  between  a  caller  and  your 
organization.  Each  phone  call  gives  you  a  chance  to 
make  the  impression  the  caller  gets  of  you  and  your 
company  a  favorable  one. 

Through  the  courtesy  of  Miss  Eleanor  T.  Olson, 
PBX  service  adviser  for  the  Illinois  Bell  Telephone 
Company,  here  are  some  reminders  to  help  you  give 
good  telephone  service; 

A  pleasing  voice  and  an  attentive,  friendly 
manner  are  businesslike  and  courteous. 

Plug  in  to  answer  calls  only  when  the  talking 
key  is  operated,  and  speak  immediately.  As 
soon  as  you  plug  in,  the  ringing  signal  stops 
and,  in  most  cases,  charging  begins  on  the 
call.  If  you  do  not  speak  immediately,  the 
caller  may  abandon  his  call. 

Recall  signals  (flashes)  indicate  that  callers 
need  assistance,  and  these  reguire  prompt 
answering.  A  recall  should  be  given  prefer¬ 
ence  over  a  new  call,  when  these  occur 
simultaneously. 

Reports  on  delayed  calls  should  be  given 
every  30  to  40  seconds.  Say,  for  example, 
"Mr.  Smith's  extension  is  still  busy,"  or  'T'm 
ringing  (trying  to  locate,  or  paging)  Mr.  Smith 
for  you." 

Prompt  answering  is  an  appreciated  courtesy 
and  helps  to  build  a  reputation  for  efficiency. 
Give  the  answering  phrase  clearly,  without 
haste. 

Every  reguest  should  be  acknowledged.  Say 
"thank  you,"  "yes,  sir,"  "surely,"  or  give  the 
caller  some  other  indication  that  his  request  is 
understood.  Question  doubtful  orders  and 
acknowledge  them  courteously  when  they  are 
made  clear. 

Accuracy  is  fundamental.  It  prevents  wrong 
numbers,  double  connections,  cutoffs,  incor¬ 
rect  reports. 

Disconnect  promptly  and  release  the  equip¬ 
ment  for  new  calls. 

Long-distance  calls  go  through  faster  when 
you  call  by  number  and  when  you  and  your 


in  us  if  we  do  not  have  faith  in  ourselves 


extension  user  hold  the  line  until  you  receive 
an  answer  or  report. 

Prompt  extension  answering  is  essential  to 
good  service.  It  satisfies  the  caller  and  re¬ 
leases  your  attention  for  other  calls.  Ring  2  full 
seconds  every  5  seconds  to  help  make  this 
possible. 

Know  Thyself 

In  two  previous  bulletins,  we  have  talked  about 
some  pertinent  guestions  raised  by  The  Secretary 
magazine,  to  help  any  office  woman  appraise  her 
performance  on  the  job.  The  third  guery  is  guaran¬ 
teed  to  provoke  thought;  "Do  you  know  what  your 
main  deficiencies  are  as  an  employee?" 

This  guestion  may  sound  negative,  but  by  realizing 
what  our  weak  points  are,  we  learn  what  may  be 
impeding  our  progress.  For  instance,  if  your  self- 
examination  reveals  that  arithmetic  is  not  your  long 
suit,  you  can  improve  by  brushing  up  on  the  subject 
and  by  checking  any  work  that  involves  figures.  If 
you  find  it  hard  to  be  punctual,  concentrate  on  get¬ 
ting  to  work  on  time  to  prove  that  you  are  dependable 
and  conscientious. 

It's  difficult  to  appraise  yourself  objectively.  You 
may  find  the  following  checklist,  taken  from  the 
Dartnell  booklet.  Keys  to  Etiquette  for  the  Business 
Girl,  a  good  guide  for  sizing  yourself  up  as  an 
employee: 

Would  You  Hire  Yourself? 

1.  Are  you  a  willing  worker? 

2.  Do  you  ever  stay  a  few  minutes  overtime  to 
finish  a  task? 

3.  Are  you  punctual  and  dependable? 

4.  Can  you  keep  business  secrets? 

5 .  Are  your  job  skills  and  speeds  above  average? 

6.  Are  you  accurate? 

7.  Is  your  work  well  organized? 

8.  Are  you  sure  of  your  grammar,  spelling, 
punctuation? 

9.  Do  you  proofread  your  work  before  submit¬ 
ting  it? 

10.  Do  you  get  along  with  others  in  the  office? 


11.  Do  you  offer  to  help  others  when  they  are 
swamped? 

12.  When  you  make  a  mistake,  do  you  admit  it, 
correct  it,  and  avoid  making  it  a  second  time? 

13.  Do  you  observe  office  rules  faithfully? 

14.  Can  you  leave  your  personal  problems  at 
home? 

15.  Do  you  ignore  rumors  and  refuse  to  gossip? 

16.  Do  you  guard  against  annoying  mannerisms? 

17.  Do  you  dress  neatly  and  simply? 

18.  Are  you  always  well  groomed? 

19.  Do  you  keep  your  work  space  in  order? 

20.  Are  you  cheerful  and  courteous  at  all  times? 

Give  yourself  five  points  for  each  question  an¬ 
swered  "yes."  If  you  scored  75  points  or  more,  you 
are  doing  well.  The  questions  answered  "no"  reveal 
the  areas  where  a  little  effort  will  help  you  raise  your 
rating  in  order  to  be  a  topnotch  employee. 

The  Good  Old  Days? 

What  was  the  lot  of  the  white-collar  worker  years 
ago?  Two  recent  items  in  the  Chicago  Daily  News 
revealed  that  "the  good  old  days"  were  not  all  they 
are  cracked  up  to  be. 

For  example,  in  1872  the  Mount  Cory  Carriage 
and  Wagon  Works  laid  down  these  ground  rules  for 
office  workers  (then  all  male): 

"Employees  shall  daily  sweep  the  floors,  fill  lamps, 
clean  chimneys,  whittle  pen  nibs  to  individual  taste, 
take  off  one  night  a  week  for  courting;  and  if  they 
are  thrifty,  faithful,  faultless,  attentive  to  religious 
duties,  and  stay  out  of  jail,  they  will  be  given  an 
increase  of  5  cents  per  day  after  5  years.  That  is, 
if  profits  justify  it." 

And  Esther  Stoneberg,  celebrating  her  45th  anni¬ 
versary  with  Marshall  Field  &  Company  this  year, 
recalled  that  when  she  first  came  to  work  in  the 
store,  "Young  ladies  weren't  allowed  to  wear  any 
makeup.  Also,  they  were  required  to  wear  high- 
necked  dresses  with  long  sleeves  or  they  would  be 
asked  to  leave  the  floor  immediately." 


Readers  Talk  Back 


We  read  with  interest  the  first  issue  of  "From  Nine  to  Five,"  and  our  filing  clerk  tried  your 
quiz.  However,  our  system  differs  slightly  from  yours;  we  separate  the  "Mac's"  and  "Mc's" 
from  the  rest  of  the  "M's."  In  the  same  way,  we  place  all  names  starting  with  "St."  at  the 
beginning  of  the  "S"  file. 

We  are  wondering  if  this  is  correct.  Is  there  a  universal  system,  or  is  the  setup  usually  left  to 
the  company?- — E.  W.  T.,  Toronto,  Canada 

Your  system  is  followed  by  many  companies,  although  more  and  more  organizations  are  adopting 
a  universal  system,  on  which  the  filing  quiz  was  based.  Mrs.  Marjorie  Payne,  records  manage¬ 
ment  expert,  is  our  authority. 

Strictly  speaking,  there  is  no  need  for  a  separate  "Mac"  or  "Me"  file.  A  name  like  "MacKenzie," 
for  example,  would  be  filed  between  "Macey"  and  "Mackintosh"  in  the  "M"  folder.  And  names 
like  "Ft.  Worth"  and  "St.  Anne"  should  be  filed  as  though  the  abbreviation  were  spelled 
out,  under  "Fort  Worth"  and  "Saint  Anne,"  respectively. 

Incidentally,  here's  a  filing  tip  that  has  helped  me:  When  in  doubt  about  where  to  file  a  paper, 
look  up  the  name,  or  one  similar  to  it,  in  the  telephone  directory.  Phone  books  are  alphabetized 
by  experts,  so  it's  safe  to  follow  their  lead. 


The  Problem  Clinic 

A  girl  in  our  office  is  careless  about  hygiene.  There  are  times  when  we  hate  to  work  near  her. 
We'd  like  to  let  her  know  about  this,  but  we  don't  want  to  hurt  her  feelings.  Help! — Margaret  M. 

This  is  a  touchy  situation,  although  not  uncommon.  One  man  tackled  it  by  giving  another  a 
can  of  Airwick — and  caused  a  feud.  A  woman  supervisor  gave  an  offending  assistant  a  jar 
of  Mum  and  explained,  "I  use  this  every  noon  myself,  because  my  deodorant  doesn't  last 
all  day."  The  girl  took  the  hint. 

Perhaps  the  best  method  is  to  be  subtle.  One  woman  sent  a  batch  of  deodorant  ads  to  the  guilty 
party  at  her  home,  anonymously.  This  saved  the  girl's  feelings  and  got  results.  A  confidential 
chat — if  you  have  the  nerve — might  do  the  trick.  The  coworker  may  be  cool  to  you  afterwards, 
but  eventually  she'll  appreciate  the  tip.  People  have  been  fired  for  b.  o. 


Sincerely, 


Marilyn  French,  Editor 
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